
iv 

Quick Reference 
 
Accession Forms...........................................................................................................Chapter 4, Section I  
Accessions ....................................................................................................................Chapter 4, Section I  
Appraisals......................................................................................................................Chapter 3, Section II 
Archeology Cataloging ..................................................................................................Chapter 2, Section I  
Archives Cataloging ......................................................................................................Chapter 2, Section II 
Archives Module............................................................................................................Appendix F 
Art and Architecture Thesaurus (AAT) ..........................................................................Appendix E 
Artist/Maker/Eminent Figure Records ...........................................................................Chapter 4, Section XI 
Automated Checklist Program (ACP)............................................................................Appendix J 
Automated Inventory Program (AIP) .............................................................................Appendix I 
Autosave .......................................................................................................................Chapter 9, Section VIII 
 
Backup Data..................................................................................................................Chapter 9, Section II 
Biology Cataloging.........................................................................................................Chapter 2, Section V 
Button Bar .....................................................................................................................Chapter 1, Section D 
 
Catalog Comparison Report..........................................................................................Chapter 8, Section VI 
Collections Management Report (CMR) .......................................................................Appendix H 
Component Parts ..........................................................................................................Chapter 3, Section IV 
Conservation .................................................................................................................Chapter 4, Section II 
Converting Records from Version 6.3 ...........................................................................Chapter 8, Section VI 
Copy ..............................................................................................................................Chapter 6, Section I 
Copyright Form..............................................................................................................Chapter 4, Section XII 
Create New Directory ....................................................................................................Chapter 9, Section IV 
 
Data Updates (Laptop copy) .........................................................................................Chapter 8, Section V 
Deaccession Forms ......................................................................................................Chapter 4, Section VIIl 
Deaccessions................................................................................................................Chapter 4, Section VIII 
Defaults and Carry Over Fields .....................................................................................Chapter 6, Section VII 
Delete a Directory..........................................................................................................Chapter 9, Section V 
Deleting Records...........................................................................................................Chapter 6, Section I 
DOI Unit.........................................................................................................................Chapter 5, Section I.B. 
 
Ethnology Cataloging ....................................................................................................Chapter 2, Section III 
Exhibits..........................................................................................................................Chapter 4, Section III 
Exporting Records.........................................................................................................Chapter 8, Sections III & IV 
 
Field Types....................................................................................................................Chapter 1, Section K 
Filters.............................................................................................................................Chapter 7, Section II 
Find ...............................................................................................................................Chapter 7, Section VII 
Fiscal Year Summary Report ........................................................................................Chapter 5, Section I.C. 
Flexible Dates................................................................................................................Chapter 1, Section K 
Full View........................................................................................................................Chapter 5, Section IV 
Function Keys................................................................................................................Chapter 1, Section E 
Functional Cross-Reference .........................................................................................Appendix C 
 
Geology Cataloging .......................................................................................................Chapter 2, Section VI 
Get.................................................................................................................................Chapter 7, Section VI 
Global Search and Replace ..........................................................................................Chapter 6, Section IV 
Grouping Records in List Pane .....................................................................................Chapter 7, Section VIII 
 
History Cataloging .........................................................................................................Chapter 2, Section IV 
Housekeeping Schedules..............................................................................................Chapter 4, Section VI 
 
Imaging..........................................................................................................................Appendix G, Section I 
Importing Records.........................................................................................................Chapter 8, Section IV 
Incoming Loan Forms ...................................................................................................Chapter 4, Section V 
Incoming Loans.............................................................................................................Chapter 4, Section V 
Installation .....................................................................................................................Appendix B 
ITIS Tables Update .......................................................................................................Appendix E 
 
Large Data Sets ............................................................................................................Chapter 9, Section IX 



v 

Lexicons ........................................................................................................................Appendix E 
List Pane Functions.......................................................................................................Chapter 7, Section VIII 
Locality Records............................................................................................................Chapter 4, Section X 
Load to Empty Directory................................................................................................Chapter 8, Section VI 
 
Macros...........................................................................................................................Chapter 6, Section VIII 
Maintenance Schedules ................................................................................................Chapter 4, Section VI 
Mass Supplemental Update ..........................................................................................Chapter 3, Section I 
Mass Taxonomy Update ...............................................................................................Chapter 2, Sections V & VII 
Menu Bar.......................................................................................................................Chapter 1, Section C 
Modes of Operation.......................................................................................................Chapter 1, Section F 
Modify All .......................................................................................................................Chapter 6, Section III 
Moving the Program ......................................................................................................Chapter 9, Section III 
Multimedia .....................................................................................................................Appendix G, Section III 
 
NAGPRA module ..........................................................................................................Chapter 4, Section XIII 
Names and Addresses Records ...................................................................................Chapter 4, Section XII 
National Catalog Submission ........................................................................................Chapter 9, Section II 
Natural History Labels ...................................................................................................Chapter 5, Section I 
NPS Forms....................................................................................................................Chapter 5, Section I 
NPS Unit........................................................................................................................Chapter 5, Section I.B. 
 
Outgoing Loan Forms ...................................................................................................Chapter 4, Section IV 
Outgoing Loans .............................................................................................................Chapter 4, Section IV 
 
Paging ...........................................................................................................................Chapter 9, Sections VII & IX 
Paleontology Cataloging................................................................................................Chapter 2, Section VII 
Pre-allocating Records ..................................................................................................Chapter 6, Section VI 
Preparation of Natural History Specimens ....................................................................Chapter 4, Section VII 
Print List Pane ...............................................................................................................Chapter 5, Section II 
Publication Citation........................................................................................................Chapter 3, Section XVIII 
Public Search ................................................................................................................Appendix D, Section II 
Public Search Configuration..........................................................................................Appendix D, Section III 
 
Quick Entry....................................................................................................................Chapter 6, Section V 
Quick Reports ...............................................................................................................Chapter 5, Section III 
 
Random Records ..........................................................................................................Chapter 7, Section IV 
Reclassify and Sweep ...................................................................................................Chapter 9, Section I 
Restore Full System Backup.........................................................................................Chapter 9, Section III 
Restrictions....................................................................................................................Chapter 4, Section IX 
Right-Click Menus .........................................................................................................Chapter 1, Section H 
 
Scientific Name Supplemental Record..........................................................................Chapter 3, Section XXII 
Screen Style & Color .....................................................................................................Chapter 1, Section L 
Security..........................................................................................................................Chapter 9, Section VI 
Software Updates..........................................................................................................Chapter 9, Section X 
Sorting Records.............................................................................................................Chapter 7, Section V 
Spell Check ...................................................................................................................Chapter 6, Section II 
Support..........................................................................................................................Appendix K 
System Options .............................................................................................................Chapter 9, Section VII 
System Requirements ...................................................................................................Appendix A 
 
Table Sharing ................................................................................................................Chapter 9, Section VII 
Tag Sets ........................................................................................................................Chapter 7, Section III 
Transfer Functions ........................................................................................................Chapter 8, Sections I & II 
 
User Fields ....................................................................................................................Chapter 1, Section I 
 
Visible Data ...................................................................................................................Chapter 1, Section G 
Visitor Access and Use .................................................................................................Chapter 4, Section XII 
 
Web Catalog Transfer...................................................................................................Chapter 9, Section II 
Word Search .................................................................................................................Chapter 7, Section I 
Workstation Setup.........................................................................................................Appendix B, Section G 


